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Disclosure Statement

This process shows the steps and screens required for attorneys to file a
Disclosure Statement in a Chapter 11 proceeding.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

= @ Whats Relsied
Logaut 2.

U.S. Bankruptcy Court
Northern District of West Virginia

Official Court Electronic Document Filing System

This message is contained in the file OperationINotice. htm.
You may use this file to alert users to current CM/ECF operational issues.

Figure 1

STEP 2 Click on the Plan hyperlink displayed on the BANKRUPTCY
EVENTS screen. (See Figure 2.)
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<X TRAINING Database Area - Microsoft Internet Explorer

File Edt \“iew Favortes Tools Help -

A, — a : -
@Ba[k A > Iﬂ Ig .'\J g ! Search \3\'{:’ Favorites @2 - ="

address [@&] https:f fecf-train, wynb. uscourts, gov/cgi-binflogin plP 1286 77232319963-L_565_0-1 v Go Links >

EE F Bankruptcy + Adversary s+ Query + Reports + Utilities + Logout

Bankiuptey Events

AnswenBesponse..

Appeal New B3 Menu Items
Claitn Actions Case Upload

Creditor Maintenance
Judge/Trustee Assignment
File Claims
MotionsiApplications
Motices

Open Voluntary BE Case
COpen Involuntary BE Case
Other

Plan

@‘] Done 0 Internet
Figure 2

STEP 3 The CASE NUMBER screen displays. (See Figure 3.)

A TRAINING Database Area - Microsoft Internet Explorer

File Edt Wiew Favortes Tools  Help L

A =) e £ ; o
GBack T 4 Iﬂ Ig .'\_! 7 ! Search 7. Favorites 623 T i = _‘3

Address !Ej https: flecf-train, wynb,uscourts, govfcgi-binflogin, pl? 1 28677232319963-L_565_0-1 % G0 Links >

EE F Bankruptcy + Adversary s+ Query + Reports + Utilities + Logout

File a Plan

Case Number

|08-21 | 9912345, 109 bk 12345 or 199 bk 12345

&] Done & Internet
Figure 3

L g Enter the case number
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2 Click [Next] to continue.

STEP 4 The following screen displays. (See Figure 4.)

-2} TRAINING Database Area - Microsoft Internet Explorer

File  Edit Wew Favorites Tools Help C

Qe+ - O ﬂ lg‘ " “,-HSearch "‘T;"\?"Favontas Lo - & = 3

Address | &) https:fect-train, wenb.uscourts, govcgi-binglogin. pl7 L2867 72323199631 _565_0-1

= C =~
UE F Bankruptcy « Adversary -+ OQuery » Reports « Utilities « Logout o
File a Plan

2:06-bk-00021 Joe & Sarah Home Decorating, Tne
Type: bk Chapter: 11w Office: 3 (Martinsburg)
Aszets: ¥ Case Flag: PInDue, DsclsDue

Amended Disclosure Staternent -~
Amended Plan (13 or 11)

Chapter 11 Plan

Chapter 11 Small Business Plan

Chapter 12 Plan

Chapter 13 Plan

Chapter 9 Plan

Dizclosure Statement ~

g‘] Done T T T T T T O Internet

Figure 4

* Select Disclosure Statement.

2 Click [Next] to continue.

STEP 5: The Joint Filing With Other Attorneys screen displays. (See
Figure 5.)
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) TRAINING Database Area - Microsoft Internet Explorer EIIEIE]
"‘:

Eile Edit wiew Favorites Tools Help

m = = g p
@Eack - Q ﬂ ﬁ o ) search 7 Favarkes £ e ﬁ

v B co ks *

Address | 4] https:jjeck-train.wynb.uscourts. gov/egi-binflogin. pl?1 2867723231 9963-L_S65_0-1

—=
Bankruptcy + Adversary + Query + Reports + Utilities + Logout o

2:.06-bk-00021 Joe & Sarah Home Decorating, Inec.
Type: bk Chapter: 11 v Office: 3 (Martinsburg)
Assets v Case Flag: PInDue, DsclsDue

[ Toint filing with other attorney(s).

&] Done ® Internet

2 Click in the Joint filing with other attorney(s) box only if this is a
joint filing to add any additional attorneys.

2 Click [Next] to continue.

STEP 6: The Select the Party screen displays. (See Figure 6.) All
participating parties in the case will appear on this list.

Zh TRAINING Database Area - Microsoft Internet Exploren (=13
"l

File Edit View Favorites Tools

Help s

ek - @ - [x¥] [B] @B O search iz ravories €2 - B = 3%

Address | @] https: ffecf-train.venb, uscourts.gov/cgi-binglogin. pl?1 2867723231 9963-L_565_0-1 ~ S0 Links >>
= >
=] Bankruptcy « Adversary - Query - Reports - Utilities « Logout #0

File a Plan:

3:06-bk-00021 Joe & Sarah Home Decorating, Tnc
Type: bk Chapter: 11 v Office: 3 (Martinsburg)
Assets: v Case Flag: PlnDue, DsclsDue

Select the Pairty:

Joe & Sarah Home Decorating, Inc., [Debtor] AddiCreate Iew Party
United States Trustee, [U.S. Trustee]

&) Done & Internet

Figure 6
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2 Click to highlight the name of the debtor(s).

2 Click [Next] to continue.

STEP 7: The PDF DOCUMENT SELECTION screen displays. (See Figure
7a.)

-2l TRAINING Database Area - Microsoft Internet Explorer

Eile  Edit

Address

) vack ~

] https:ffacf-train. wnb, uscourts, govicgi-binflogin. pl? 1 2867 7252319963-L_565_0-1

3:06-blk-00021 Joe & Sarah Home Decorating, Inc

Miew  Faworites Tools  Help

> o] [F] @n | SO search Sl ravorites €2 - 2 3 23

Type: bl
Assets: y

Filename

Select the pdf document (for exampls: CA1990wS01-21.p40

Chapter: 11 v Office: 3 (Mdartinsburg)
Casze Flag: PlnDue, DisclsDue

Attachments to Document: & Mo O Yes
&) Done & Internet
Figure 7a
2 To associate the imaged document with this entry, select the PDF

filename of the objection you are filing.

Click [Browse]. In the File Upload screen change Files
of type: to All files(*.*) then navigate to the directory
where the appropriate PDF file is located and select it with
your mouse.

To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open.

This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
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2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 7b.)

3 TRAINING Database Area - Microsoft Internet Explorer

Fle Edit  Wiew Favorites Tools  Help

Qe - @ - [¥] B @ O scadh ¢ Favories £2) - & = 3B

~|Edso ks ?

address | @] https:{iacf-trsin.wenb . uscourts.gov/cgi-bin/login. pl? 12867723231 9963-L_565_0-1

EE F Bankruptcy -« Adversary - Query -

File a Plan:

Reports - Utilities » Logout

3:06-bk-00021 Joe & Sarah Home Decoratng, Inc
Type: bl Chapter: 11 Office: 3 (MMartinsburg)
ALssets: y Case Flag: PlnDue, DsclsDue

Select the pdf document (for example: CA199cv501-21.pdf).

Filename

HACLERKSY02-156def. pdf

Attachments to Document: & Mo O Yes

&) Done & Internet
Figure 7b
2 The Attachments to Document option defaults to No. If you

have attachments to this document, click the Yes radio button to
indicate there are attachments. (Refer to module: Attachments to
Documents for more information.)

2 Click [Next] to continue.
STEP 8: The Docket Text: Modify as Appropriate screen will display.

This screen will allow additional text to be added if applicable.
(See Figure 8a.)
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STEP 9:

<2l TRAINING Database Area - Microsoft Internet Explorer

File  Edit

(P pack ~

View  Fgvorites

Tools

Help

b @@

> ) search

< 1)
5. Favorites £

Bankruptcy -

SECF

File a Plan:

Adversary « Query -«

3:05-bl-00021 Joe & Sarah Home Decorating, Inc
Type: ble Chapter: 11 w
Assets: y Case Flag: PlnDue, DsclsDue

Docket Text: Modify as Appropriate.
Disclosure Statement
Home Decorating, Inc. (WVINE, Attormey10)

Adrress | @] https:/fecF-train.wvnb uscourts. govcgi-binflogin. pIF1 2867723231 9963-L_565_0-1

Reports

Office: 3 (MMartinsburg)

Filed by Joe & Sarah

& Internst

Figure 8a

Click [Next] to continue.

The FINAL DOCKET TEXT screen appears. (See Figure 9.)

-l TRAINING Database Area - Microsoft Internet Explorer
Eile  Edit

() Back
Address | €] hetps:ifect-train,wynb, uscourts. govicgi-binflogin. pl7 12867723231 9963-L_565_0-1

File a Plan:

Wiew  Favorites  Iools  Help

>

Bankruptcy - Adversary - Query = Reports

3:06-bk-00021 Joe & Sarah Home Decorating, Inc
Type: bl
bssets: v

Chapter: 11 v
Case Flag: PinDue, DsclsDue

Docket Text: Final Text

(WWVNB, Attorney10)

further opportumity to modify this submission if you continue.

] Done

% ) B | S ) Search 5 Favorites 454} e

Office: 3 (Martinsburg)

Disclosure Statement Filed by Joe & Sarah Home Decorating, Inc.

Attention!! Submitting this screen commits this ransaction. You will have no

ies - Logout

& Internet

Figure 9
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NOTE:

STEP 10

L 2

Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

To abort or restart the transaction at any time up until the
final docket text screen, click the Bankruptcy hyperlink on
the Menu Bar.

The NOTICE OF ELECTRONIC FILING screen appears.

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document. (See Figure 10.)

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.

To print a copy of this notice, click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. Clicking on this bullet will display a copy of this
notice.

When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

**NOTE TO PUBLIC ACCESS USERS***

You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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| 3 TRAINING Database Area - Microsoft Internet Explorer

Ele Edt Vew Favortes Iods Hel i

Qe - ©  [¥] [B] €0 | POsewch Sfpraoness &) (- L [ 3

Adiress | ] hetps: fsck-train. winb.uscourts. govfcgi-binjlogin.pl?1 2867723231 9963-L_S65_0-1 v B unks ”

| Bankruptcy Adversary Query Reports Logout

File a Plan: e

[3.06-ble-00021 Joe & Sareh Home Decorating, Inc
Type: bl Chapter. 11 Office: 3 (Mastinsburg)
Assets:y Case Flag PlnDue, DsclsDue

US. Bankuuptey Court
Northem District of West Virginia
INotice of Electronic Filing

[The following transaction was received from WYINE, Attorney10 entered on 11/1/2006 at 9:36 AM EST and fled on 11/1/2006
Case Name: Toe & Sarah Home Decorating, Inc

Case Number:  3.06-bk-00021

[Document Number: 2

Docket Text:
Disclosure Statement Filed by Joe & Sarah Home Decorating, Inc, (WVIE, Attorney10)

[The following document(s) are associated with this transaction:

Document deseription:Main Document

Original filename: HACLERKSY02- 156 deE pdf

[Electronic document Stamp:

[STAMP blecfStamp_ID=088911880 [Date=11/1/2006] [FileNumber=21439-0] [
(63d0f6e 369 2d634bicdT2216124e24aa74e8dc 306 67cTefBde2b 382 14ac 32016 Ibed

a =] © rternet

Figure 10
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